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SECRETARY TO THE POLI CE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duty of which is assisting the Police Chief by
perform ng duties required to manage office functions and by
handl i ng cl erical and m nor adm nistrative duties. The enployee
of this class acts as receptionist for the Chief's office, keeps
records for the Police Chief, types records and reports, and
assists with financial management duties. The Secretary to the
Police Chief perfornms routine duties independently, with
instruction for special duties received formthe Police Chief.
The incunbent is responsible directly to the Police Chief who
directs and reviews work of this class.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Pl aces telephone calls for the Police Chief. Answer s any
t el ephone calls conm ng in on assigned |ines and handl es routine
matters or transfers caller follow ng departnent procedure.
Opens inconm ng mail for the departnent or for the Chief's office
as directed and distributes mail to the proper person, section,
or office. Keeps records of the schedule and notifies the Chief
of appoi ntnments, neetings, or other scheduled events. Acts as
receptionist for any visitors to the Chief's office.

Types letters, nmenps, statenments, formal reports, or any other
docunment s assi gned by the Police Chief. Processes outgoing mail
and interdepartmental correspondence. Takes dictation and
transcri bes from | onghand notes. Transcribes dictation from a
voi ce machi ne, dictaphone, or transcriber. Proofreads typed
mat eri al and corrects errors. Conposes business letters using
correct grammar and punctuati on.

Sets up a filing system and revises the system when necessary.
Operates a conputer termnal in order to enter or retrieve
information fromfiles.

Operates a copyi ng nmachi ne or duplicating nmachi ne to nake copi es
of departnment docunments when required. Operates a cal cul ator or
addi ng machi ne.

Wites reports requiring the ability to conpose conplete

sentences, use correct grammar and punctuation, and organize
ideas in a |ogical sequence. Recei ves departnment records and
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reports and checks them for conpleteness, accuracy, and
conformty to established procedures. Files records according
to department procedures. Reads graphs, charts, manuals,
records, reports or related departnment docunents and conpiles
data needed for reports.

Keeps accounting records of departnent noney and assets. Makes
cal cul ati ons necessary to conmpute payroll. Collects fines and
bond noney and issues recei pts. Prepares purchase requisitions
according to departnental procedures.

Cets estimtes on repair costs for any assigned equi prment.
Perforns any related duties assigned.
QUALI FI CATI ON REQUI REMENTS

Unl ess ot herwi se specified, all requirenments nust be net before
adm ssion to exam nation.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and of I|egal age, and passing a civil service
exam nation for the position.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must be | ess than ei ghteen years of age.

Must present a certificate verifying the ability to type thirty-
five (35) words per nminute.

Must have at least three (3) vyears clerical experience,
i ncluding the operation of a conputer.

After offer of enploynment, but before beginning work in this
cl ass, nust pass a medi cal exani nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must possess a valid driver’s license.
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